  Alternative

		 Correctional
		 Healthcare
Policy and Procedure
Mileage Reimbursement
														
 
	Policy:
	

	
	It will be the policy of Alternative Correctional Healthcare to reimburse mileage to employees whose work duties state they are to travel beyond the average commuting distance.

	Procedure:
	

	
	· ACH will reimburse mileage at the rate of $0.50 per mile from the starting point to the ending point and round trip if necessary. The mileage will start once the employee is 50 miles from their typical commuting point. 
· A mileage reimbursement form must be completed prior to mileage pay out. This will not include employees regular commute to work. 
· The approval of mileage reimbursement will be established prior to the employee traveling any distance. 
· Any employee utilizing mileage reimbursement must have a legally registered vehicle with current liability insurance at minimum.

	Protocol:
	

	
	It will be the protocol of ACH personnel to complete the mileage reimbursement form.
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